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Construction Claims Eligibility Webinar 

Introduction  

Please mute your 
phones! This can be done 
by hitting mute on your 

phone or pressing *1 
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Introduction  

Questions: 

• Questions will be answered as the end of the presentation 

• If you have a question, we encourage you to type your question 
in and we will address them all 
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Construction Claims Eligibility Webinar 

Introduction  

This webinar is for: 
• Project sponsors with current CDBG construction awards 

• 2016 CDBG construction awardees 

 

This webinar will cover the following topics:  
• The claims process  

• Eligible expenses for Homeowner Repair & Rental Rehab projects 

• Eligible expenses for all other RFP Construction, Rehabilitation, or Demolition 
projects 

• Updated CDBG Construction Claim Forms 

• Completing a Claim Correctly 

• Housing Trust Fund Homeowner Repair Claims 
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HOME Webinar 

• HOME Staff will have a webinar on claims and completion 
reports at 2:30pm on December 8th. 

• Contact Devin Day at devin.day@indy.gov to register or for any 
questions on HOME claims 
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Introduction  

Common issues with claim submission: 
• Expenses are before the contract start date 

• Expenses are before Rehabilitation/Construction Approval date 

• Expenses are claimed in the wrong budget line  

• Documentation is not sufficient for approval 

• Admin costs are not allowable (staff hours related to grant administration 
such as claim creation, quarterly reporting, etc.) 

• Claim cover form is not on organization letterhead or does not include the 
correct mail-to address 

• Accounting Report or Detail of Expenses forms are incorrect 

• MBE/WBE/VBE form is incorrectly filled out 

• Pending amendments can prevent City staff from approving claims 
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DO NOT INCUR COSTS UNTIL 
AN ENVIRONMENTAL REVIEW 
HAS BEEN COMPLETED AND 
AN RCA FORM HAS BEEN 
ISSUED 
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Claims Process 
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Rehabilitation Construction 
Approval (RCA) Form is Issued 

by the City after an 
Environmental Review has 

Been Completed 

Specs are Written, Bids are 
Received and Approved.  

Expenses Incurred by Project 
Sponsor 

Partial Completion or Final 
Completion Inspection 

Requested 

Davis-Bacon Payment Request 
Submitted 

Project Sponsor Compiles the 
Claim with all Back-up 

Documentation 

Claim Submitted to the City for 
Approval (up to 30 Days) 

If Documentation is Sufficient, 
Claim is Approved and Sent to 

Accounts Payable for 
Disbursement (up to 2 Weeks) 

Claim is Processed and  Check 
is Mailed to the Project 

Sponsor (1 Week) 

• Refer to the CDBG Policies & Procedures Manual for detailed steps 

• Claims can be emailed to CDBG staff for review prior to submission 
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Budget Lines 

CDBG Homeowner Repair & Rental Rehab CDBG RFP Construction, Rehabilitation, 
Demolition*  

Program Delivery Acquisition 

Construction Costs Environmental Testing & Remediation 

Demolition 

Soft Costs 

Hard Costs 

Developer Fee 
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*Not all projects will require each of these budget lines  
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Homeowner Repair and Rental Rehab  

• Program Delivery costs are those costs that can be directly tracked by address 

• They include soft costs and client-related costs that are reasonable and necessary for the implementation 
and completion of the proposed activity 

• Maximum 20% of the award  

• Eligible as Program Delivery Expense but NOT as a Construction Cost (as of 1/1/2016): 
– Construction Management (if carried out by project sponsor staff) 

– Advertising for Construction Bids 

– Client Credit Reports 

– Client In-take/Income Verification  

– Plans, Specifications, and Work Write-ups 

– Cost Estimates 

– Title Searches 

– Building Permits 

– Inspections 

– Attorney Fees 

– Loan Closing Fees 

– Recording Fees 

– Travel Costs related to carrying out activities 

• Ineligible Expenses (as of 1/1/2016): 
– Office Supplies and Utilities 

– Staff Salaries as it related to submitting claims, quarterly reports, etc. (Admin) 
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Homeowner Repair & Rental Rehab 

Program Delivery 

Construction Costs 
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Homeowner Repair and Rental Rehab  

• Construction Costs are materials and/or labor directly related to the proposed activity 

• Eligible as a Construction Cost but NOT as a Program Delivery Cost: 

– Rehabilitation Materials and Labor 

– Rehabilitation Management* (if performed by an outside contractor) 

– Lead-based Paint Remediation 

– Asbestos Remediation 

– Mold Remediation 

– Utility Connections and Related Costs 

*Subject to DMD approval prior to incurring costs 
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Homeowner Repair & Rental Rehab 

Program Delivery 

Construction Costs 
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RFP Construction, Rehab, & Demo 

• Soft Costs are expenses that are not considered direct construction costs 

• Homeowner Repair and Rental Rehab awards will not include a Soft Cost line item  

• Need to be approved by CDBG staff prior to claim submission 

• Eligible Soft Costs: 
– Engineering Fees 

– Architectural Fees  

– Attorney Fees 

– Closing Fees  

– Utilities on the job site 

• Hard Costs are costs for materials and/or labor directly related to the construction of the 
CDBG project  

• Eligible Hard Costs include: 
– Rehabilitation Materials and Labor 

– Rehabilitation Management* (if performed by an outside contractor) 

– Lead-based Paint Remediation 

– Asbestos Remediation 

– Mold Remediation 

– Utility Connections and Related Costs 

*Subject to DMD approval 
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CDBG RFP Construction, 
Rehabilitation, Demolition  

Acquisition 

Environmental Testing & 
Remediation 

Demolition 

Soft Costs 

Hard Costs 

Developer Fee 
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RFP Construction, Rehab, & Demo 

• Other Common Allowable Budget Lines for RFP Projects: 
– Acquisition Costs  

– Demolition 

– Environmental Testing & Remediation 

• These will not apply to all RFP projects and will be considered on a case by case 
basis  
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CDBG RFP Construction, 
Rehabilitation, Demolition  

Acquisition 

Environmental Testing & 
Remediation 

Demolition 

Soft Costs 

Hard Costs 

Developer Fee 
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RFP Construction, Rehab, & Demo 

• Developer Fee 
– Optional portion of the total award that the project sponsor may claim once the project is completed  

– Only an eligible budget line item in RFP Projects 

– 12% max. of the total award for Rehabilitation Projects (RFP) 

– 8% max. of the total award for New Construction Projects (RFP) 

– CDBG contracts for acquisition only are not eligible to receive a developer fee  

– CDBG contracts that include acquisition as a part of the project are eligible to claim the appropriate 
developer fee  

– Can only be claimed after all other expenses have been claimed and DMD’s Rehabilitation Specialist has 
signed a completion certificate 
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CDBG RFP Construction, 
Rehabilitation, Demolition  

Acquisition 

Environmental Testing & 
Remediation 

Demolition 

Soft Costs 

Hard Costs 

Developer Fee 
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Construction Claim Completion  

• The following items must accompany every claim (this is included on the claim template as the checklist):  

– Completed Claim Checklist 

– Claim Summary Form (MUST be an original copy with an inked signature) 

– Accounting Report 

– Detail of Expenses Report 

– Salaries & Wages Report (of Project Sponsor staff only) 
• Including timesheets signed by the staff member and staff member’s supervisor 

– MBE/WBE/VBE Participation Form 

– Proof of Expense & Payment 
• Invoices, checks, staff timesheets, contracts, etc.  

– Mortgage or Lien Documents* 

– Rehabilitation/Construction Approval (RCA) Form* 

– Request for Partial Payment* 
• Must be signed by a DMD Rehabilitation Specialist 

– Request for Final Payment* 
• Must be signed by a DMD Rehabilitation Specialist 

– Davis-Bacon Payment Request Form* 
• Must be signed by the Davis-Bacon Compliance Monitor 

– Lead-Based Paint Abatement Notice/Proof* 

– Universal Relocation Act Voluntary Acquisition Letter* 
• Must accompany all requests for acquisition reimbursement 

– Completion of Work Specification Certificate* 
• Must accompany the final construction claim 

*Only when applicable to claim 
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Claim Completion  

16 

• Claim Summary Form 
• The Invoice Number should be in the same 

format as previous claims, YY-XXXX-NN  
• YY – Grant Year 
• XXXX – Last 4 of PO 
• NN – Claim Number 

• Double check you are using the correct 
Purchase Order number (130000XXXX) 

• Contract Period should match the begin 
and end dates in your executed contract 
and any amendment(s) 

• Coverage Period is the range of dates in 
which the expenses occurred  

• Lines in the Description section should 
match the budget lines in your executed 
contract 

• This form cannot be modified 
• Submission must include original 

signatures, photocopies will not be 
accepted 

200 E. Washington Street, #2042, Indianapolis, IN, 46204 
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Claim Completion  

17 

• The Accounting Report is a 
summary of expenses in the 
claim 

• The top data fields will auto-
populate 

• Budget Category & Budget 
Amount items should match the 
budget line items in your 
executed contract 

• Current Amount to be Claimed 
should include the total amount 
being claimed in each budget 
line, is manually entered 

• Total Prior Amount Claimed is 
manually entered and should be 
updated with each claim 

• Amount Claimed to Date & 
Balance Available will auto-
calculate  

• Double check your math! 
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Claim Completion  
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• The Detail of Expenses sheet 
needs to include every expense 
that is requested for 
reimbursement (except 
Developer Fee) 

• Think of this as the claim’s 
“Table of Contents”, including all 
back-up documentation in the 
order that it appears here 

• The top data fields will auto-
populate 

• All other fields will need to be 
entered manually 

• Please be detailed in the 
Description column; “Roofing 
Repair” instead of “Construction 
Cost”  

• Expenses claimed before the 
contract start date will be 
ineligible 
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Claim Completion  
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• The Detail of Salaries and 
Wages Sheet should summarize 
all timesheets included in the 
claim 

• The top data fields will auto-
populate 

• All other fields will need to be 
entered manually 

• Please ensure there are 
sufficient hours in supporting 
timesheets to cover the claimed 
hours 

• Only hours related to program 
delivery will be eligible 

• Hours claimed before the 
contract start date will be 
ineligible 
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Claim Completion  
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Claim Completion  
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• Back-up documentation includes but is not limited to:  

– Proof of Expense & Payment 
• Invoices  

• Checks  

– Supporting Documents 
• Staff Timesheets – signed by staff member and their supervisor  

• Contracts – for contracted positions (i.e. Construction Manager) 

• Clear SAM.gov searches for all contractors/subcontractors  

– Mortgage or Lien Documents* 
• Should accompany every HOR claim  

• MOU’s that affect any properties 

– Rehabilitation/Construction Approval (RCA) Form* 
• Should be completed and signed by proper staff 

– Request for Partial Payment* 
• Must be signed by a DMD Rehabilitation Specialist 

– Request for Final Payment* 
• Must be signed by a DMD Rehabilitation Specialist 

– Davis-Bacon Payment Request Form* 
• Must be signed by the Davis-Bacon Compliance Monitor 

– Lead-Based Paint Abatement Notice/Proof* 

– Universal Relocation Act Notice* 
• Voluntary Acquisition Letter (VAL) Must accompany all requests for acquisition reimbursement 

– Completion of Work Specification Certificate* 
• Must accompany the final construction claim 

*Only when applicable to claim/project 
 



All Changes to Program Delivery 
and Construction Costs go into 

Effect on January 1st, 2016. 

 



Questions? 


